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OFPICE OF THE SECRETARY OF STATE 

l_~ ~..__l______-_.~_____I_ -Is-- r- Ic_----__-I__ RECORDS MANAGEMENT DIVISION 3_ 

APPLICATION FOR RECORDS RETENTION SCHEDULE ARCH,VESAND 

. INSTRUCTIONS: SeeTublication NO. 76-RM-! for instrbctions on completing this form. Forward signed original to 
Departme-t of Archives and History, Records Management Division. 330 Capitol Avenue, Atlanta. Georgia. 30334. 
Artenrion: Schedulina Section. 

,Pi ~ a r _ d _ P e ~ v l - ~ ; ~ , - ~ ~ - ~ - ~ ~  ,Jir_ecLQrAKJr _R~latien.s,=_~_.-ll_~~ 912- ., ~~~ 
386233344--_ ~- 

~ ~~ 

3. Anion Requested 
a. 
b. 

dl Estaomn Retention Schedule: record wil l  continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

zz-C&ck One: 0 Change;Cl-Ss-cEde: 0 Vojd .... 

Tit le (followed by title used in office; if different/ 4. Dater of Series 
Earllest Latest 

7 3  present I _--_-_-J$h2~i ty News Cl ipp ings  -~ ~ F i i e  
-~-II.,_~~_I ~~ 

6. Division and Office Function What i s  the function of the Division and the Office in which this record series i s  creited? 

The Administrative Services Division is responsible fo r  the direct ion and adninis t ra t ion 
of a l l  authority support functions. 
budget  coordination, payroll ,  personnel services,  press relat ions,  grant coordination, 
f u n d  raising and marketing services.  

The Public Relations Department provides advertising and promotion of the authority and func 
rais ing,  group tours ,  marketing servicbs; and press releases. 

The d i v i s i o n  provides centralized accounting services ,  

I ..,. 

___ _I___I__ 

7. Remi: Series Dercription This file contains the following documents (include form numbenand titles. ifany): 
Attach samples of the file. 

h 
Doclinentsrelating Articles  from peridocials re la t ing  t o  Georgia Agriram Development 

Magazine a r t i c l e s  and newspaper clippings re la t ing  t o  Georgia Agriranla's 

Authority . 
Inc!udedare: 

creation, operation, special projects and events. 

-_F~I___- ____ -- 
8. Monthly Referenca Rate 

One to six monchs old 
iwcxi-five months and older---? 

Linersize drawers --& 

How often are recrirds referred to which are: 
l5 Seven to twelve months old 15 10 . . .; Thirteen to twenty-four months old -_. _, 

-- 
i b  __ _ _  ~. . . -~ *. 9. Annual Ratr of Ammulationof Rerords 
Legal-:iz$ drawers --; Shefves A.h,; Other (sp&tfy/ 



_. -__-___I 
10. Questionnaire (Place an "X" in rhe proper mlumn) ~- - .. __.- ~~ 

a. I s  this the official mpy of the series? 

- __ 

mxaxk%r&e&!eQsDmtelrZ____ _-.- I_-.- 

-~ 
i. Ir?hirsr jdw hn?ai~~&on n D ' r l . r e s u ! a r i u m i c a o f ~ ~ - ~ _ _ - _ - - - - ~ -  ~ _ _ ~ -  
L h r  h recocdserierrerultio ~a wmptifec ariotPut2 _.~ ~__ -_._ _______ 

etention Fiegiiirements The following requires the series to be kept: 

I_ - ---years. d. Audit period -.___ - ---years. 

i. Federai law ~ - ~ ~ . - . _ . - y e a r s .  f. Federal retention insrructions ~ _ . _ _ _ - y e a r s .  

A::Jch copy or excerpt of laws-or regtilations. Explain administrative necd. 

b. Statute of limitation -years. e. Administrative necd ____-.years. 1 

Au tho r i t y  r e f e r s  back t o  o l d  a r t i c l e s  p e r i o d i c a l l y  t o  view what was done i n  pas t  year  
t o  use f o r  p lann ing  f o r  f u t u r e  ob jec t i ves  and goals. 
value s ince  i t  documents events and opera t ion  o f  the  Au tho r i t y .  

Record Ser ies has h i s t o r i c a l  

____ 
r,.& Disp3ritiGn Instructions This agency recommendShthat the file series be cut off a1 tht end of each: 

a Caiendar Year; L7 Fiscal Year: 0 Other __ tnen, 1 
a Hold in !he current files area ---month(s) X I . -  year@; then' 
D: irsrsfer !o local holding area, hold -2!bedrS. then 
0 Transfer to State Records Center: hold 

x x  Transfer to State Archives for aermanent retention. 

. -5 . ,  5 .  , . (  

yeark): then I 0 Destroy. 

1 These insrructions apply to al l  prior and future accumulations of the series. 

graph 12 are approved. 


